Text book Assi gnnent:

Assi gnment 4

3-17; and “Receipt of
t hrough 4-16.

“Cash Collection (continued),”
I ncom ng Stock,”

chapter 3, pages 3-9 through

chapter 4, pages 4-1

In answering questions 4-1 4-3.

through 4-28, refer to chapter

3 of the text.

4-1.

4-2.

Learning Qbjective: Expl ai n
the procedures the cash
collection agent will use when
collecting cash from the sales
outlets. (Continued from

assi gnnent 3.)

To keep track of the coin boxes 4-4.

after normal working hours, a
log is devel oped and used so
the coin boxes can be signed in
and out by the vending nachine
operator and the person
receiving the coin boxes. \What
i ndividual is responsible for
mai ntai ning this | og?

1. The vending nachine

oper at or
2.  The cash collection agent
3. The ship's store officer
4,  The duty officer

Learning Objective: Det er m ne
the procedures used in
accounting for cash collections
using the Cash Receipt Book,
NAVSUP Form 470.

The cash recei pt book issued to
the sales outlet is kept in the
possessi on of what individual?

1 The disbursing officer

2. The cash collection agent
3. The ship's store officer
4 The sales outlet operator
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You are the person making
collections on a ship with one
retail store, one snack bar,
and four can drink vending
machi nes operated by the snack
bar operator. How many cash

recei pt books should you issue
to the sales outlets?

1. Si x

2. Two

3. Three

4. Four

When the cash collection agent
is making collections, the
ship's store officer should
conpare the anounts entered on
the ROM system with the anounts
entered on the Cash Receipt
Book, NAVSUP Form 470, and the
Cash Register Record, NAVSUP
Form 469, a mnimm of how nany
times per week?

1. Every tinme there is a
shortage

2. Once per week

3. Twice per week

4 Every day of the week



In what fashion, if any, does

the ship's store officer Learning Onbjective: | dentify
indicate that he or she has the procedures used by the
reviewed the NAVSUP Forns 469 person mneking collections when
and 470 and made sure entries using the Cash Register Record
were made in the ROM system NAVSUP For m 469
properly?
1. By initialing the grand 4-8. The Cash Register Record,

total entry at the end of NAVSUP Form 469, is kept in the

the nonth only custody of what individual?
2. BK initialing all pages of

the NAVSUP Forns 469 and 1. The supply officer

470 in the upper right-hand 2. The person making

cor ner col | ections
3. By initialing all entries 3. The disbursing officer

made in the NAVSUP Forns 4.  The sales outlet operator

469 and 470
4.  None; the ship's store

officer is not required to CASH COLLECTIONS FOR RETAIL STORE #1

indicate that the NAVSUP

Forms 469 and 470 have been Actual cash in the register $513. 90

checked Cash left in the register

from the previous day None

If an error is made in filling Previous day's register reading 97030
in the Cash Receipt Book, Current register reading 152820
NAVSUP Form 470, how shoul d the Cash left 1n the register $50. 00
error be corrected? Amount of refund $22.00
1. Draw a line through the

error and wite the correct Figure 4A

information on the next

l'ine ® I N ANSVERI NG QUESTI ONS 4-9
2. Line out the error, have it THROUGH 4-11, REFER TO

initialed by the ship’'s FI GURE 4A.

store officer during the

weekly review, and reenter 4-9, How nmuch cash was rung up on

it at the end of the page the cash register in retai
3. FErase it and rewite It store #17?

correctly

4,  Line out the entire line, 1. $535.90
have it initialed by the 2. S557.90
sal es outlet operator and 3. $585.90
the person making 4. $607.90
collections, and rewite

the entire entry on the 4-10. What should be the actua
next line anmount of cash the cash
collection agent will collect
The total ampunt shown in the in retail store #1?

Cash Recei pt Book, NAVSUP Form

470, at the end of the nonth 1. $607.90

nust equal the total anount 2. S557.90

shown on which of the follow ng 3. $507.90

forms? 4. $485.90

1. NAVSUP Form 235 4-11. Wat is the actual shortage or
2. NAVSUP Form 469 overage, if any, that should be
3. NAVSUP Form 977 indicated in the Cash Register
4, NAVSUP Form 978 Record , NAVSUP Form 469, for

retail store #1?

Overage of $28.00
Shortage of $22.00
Overage of $22.00
None

oo
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4-12. \Wen is the ship's store
officer required to initial any
shortage or overage in the Cash
Regi ster Record, NAVSUP Form
469?

1. Wen there is a shortage or
overage of $5 or nore

2. Only when there is a
shortage of $5 or nore

3. Only when there is an
overage of $5 or nore

4. A shortage or overage of
any anount

4-13.  \WWen the person making
col l ections nmakes an error in
the Cash Register Record
NAVSUP Form 469, the entire
line is lined out and rewitten
on the next I|ine.

1. True
2.  False

4-14.  How often should the Cash
Regi ster Record, NAVSUP Form
469, be closed out and
bal anced?

1. Daily
2. Weekly
3. Monthly
4. Sem annual |y
SEPTEMBER MONTHLY REVI EW
Regi ster readi ng brought
forward 85050
Final register reading 1211520
Over $5. 10
Under $8. 65
Total cash left in the
regi ster $950. 00
Total anmount in figures for
the nonth ?27?7?
Actual cash in the register
for the nonth ?2???
Figure 4B
Y I N ANSVERI NG QUESTI ONS 4-15 AND

4-16, REFER TO FI GURE 4B.
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4-15.

4-16.

4-17.

4-18.

4-19.

What is the total amunt in
figures for the nmonth of
Septenber in the Cash Register
Record, NAVSUP Form 469?

$11, 165. 20
$11, 261. 15

1
2,
3. $11,264.70
4. $11, 269. 80

What is the total amount of
actual cash in the register for
the nonth of Septermber in the
Cash Register Record, NAVSUP
Form 469?

1L $12,224.90
2. $12,219.80
3. $12,216.25
4. $12,211.15

VWen neters are installed on
the vendi ng machines, the
reading shoul d be taken during
collections and witten in what
colum of the NAVSUP Form 4697

1. The Register Reading colum
2. The Number of Custoners
col um

3. The Anount in Figures
col um
4, Cover Lift Nunber columm

You are neking collections from
a drink vending nachine w thout
a neter or cash totalizer

There were 320 canned drinks
left in the machine from the
previous collection, 288 canned
drinks were placed in the
vendi ng machi ne by the vending
machi ne operator, and 150
canned drinks were counted at
the time of collections. How
many canned drinks were sold in
t he machi ne?

1. 118
2. 182
3. 458
4. 758

When the cash collection agent
is making collections fromthe

dollar bill changer, what

i ndi vi dual should have custody
of the cash register record
for the dollar bill changer?
1. The ship's store officer

2. The disgursing of ficer

3. The cash collection agent
4.

The agent cashier



4-20.

4-21.

4-22.

4-23.

4-24.

The anmount of dollar bills 4- 25.

collected from the dollar bil
changer should be recorded in
what col unmm of the NAVSUP Form
469?

1. Amount in Figures colum

2. Cash in Register colum

3.  Register Reading colum

4. Register for Change colum

The anpunt of coins placed in 4- 26.
the dollar bill changer should

be recorded in what columm of
t he NAVSUP Form 4697

1. Actual Cash in Register
col um
2.  Register Reading colum
3. Amount in Figures colum
4 Regi ster for Change colum

Learning (bjective: Determne
the procedures for depositing
cash with the disbursing

of ficer.

When the disbursing officer is
avai |l abl e, how often is cash

deposi ted?

1. Monthly

2. Twice weekly
3. \Weekly

4, Daily

The person making collections
shoul d obtain the signature of
the disbursing officer on what
docurment when making deposits?

NAVSUP Form 469
NAVCOVPT Form 2114
NAVCOWPT Form 2277
NAVSUP Form 470

bl aiNd S

When the cash collection agent
is making collections, he or
she should subnit all cashbooks
to the ship's store officer for
review a mni mum of how nany
times per week?

Dai | y

Once a week

Twi ce a week

Three tinmes a week
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4-27.

At what interval or event is a
cash sales invoice prepared?

1. Mnthly

2. Wen depositing cash with a
different disbursing
of ficer

3. Wen the disbursing officer
is relieved

4, Al of the above

What information will the
ship’s store officer use to
verify the accuracy of the
figures on the cash sales

i nvoi ce?

1. Figures entered in the ROM
for cash collections

2. NAVSUP Form 469

3. NAVSUP Form 470

4, Al of the above

What individual should sign the
cash sales invoice once it is
pr epar ed?

The supply officer

The cash collection agent
The commandi ng of ficer
The disbursing officer

el e o



4-28.

When standard Navy clothing 4-30.

stock is sold through the sane
cash register as ship's store
stock and the register does not
have departmental keys, how
will ROM users account for

sal es of standard Navy cl ot hing
stock on the cash sales

i nvoi ce?

1. The retail store operator
will keep a separate tally
of how nmuch standard Navy
clothing stock was sold and
the anount sold will be
entered in the ROM system
cash receipts function

2. The ROM system will 4-31.

automatically conpile the
sal es of standard Navy
clothing stock based on the
inventory of all L-1 itemns
and enter the sales figure
for standard Navy clothing
stock on the cash sales
i nvoi ce

3. Conduct an inventory weekly
in the retail store of all
standard Navy clothing
stock and enter the
inventory anounts in the
ROM inventory function

4. Conduct a daily inventory
in the retail store of
standard Navy clothing
stock and enter inventory
amounts in the ROM
inventory function

4 of the text.

4-29.

In answering questions 4-29 4- 32.
through 4-70, refer to chapter
Learning Objective: | dentify

the procedures and responsi-
bilities involved in receiving
ship’s store stock.

The supply officer normally

del egates the responsibility of
receiving ship's store and
standard Navy clothing stock to
what i ndi vi dual ?

1. The ship's store officer

2.  The senior Ship's
Servi ceman

3. The ship's store receipt
i nspect or

4.  The bulk storeroom
cust odi an
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In what way does the ship’'s
store officer assign the
responsibility of receiving
ship's store stock to another
i ndi vi dual ?

1. Assignnent is made verbally

2. Assignnent is nade
according to the
i ndividual's rank and grade

3. Assignnent is nade in
writing

4. Assignment is nade based on
the individual’'s current
eval uation and perfornmance
mar ks

The designated receipt

i nspector is responsible to the
ship’s store officer for which
of the followi ng duties?

1. Collecting all cash
received from sales in the
sales outlets

2. Stowage, security, and
financial accountability of
all stock in the ship's
store operation

3. The proper receipt of al
ship’'s store and standard
Navy clothing stock in the
absence of the ship’'s store
of ficer

4. Monitoring all office
records and preparing
related administrative
correspondence and reports

Which of the follow ng
deliveries of stock would NOT

be considered direct delivery?

1. Delivery by a supply
support activity

2. Delivery by the posta
system

3. Delivery by the comercial
vendor

4. Material picked up by a

Ship’s Serviceman at the
comrercial activity



4- 33.

4- 34,

4- 35.

4- 36.

A receipt of nerchandise from
anot her supply officer may
include all EXCEPT which of the
followi ng receipt actions?

1. A receipt from another
ship's store officer

2. areceipt fromthe Navy
exchange

3. A receipt froma conbat
| ogistics force (CLF) unit

4. A receipt froma I|ocal

supply support activity
When possible, supply
department personnel should be

assigned to a ship's store
recei pt function when which of
the follow ng types of
materials are being received?

1. Canned dri nks

2. Conf ecti ons

3.  Stereo equipment
4, Toiletries

A request for a working party
is submitted by the ship's
store division to what

i ndi vidual for final approval?

1. The ship’s store officer
2. The supply officer

3.  The executive officer

4. The conmmanding officer
A list show ng personnel

assignments for the working
party is provided by each

shi pboard departnent to the
ship’s store division for what
pur pose?

1. To use as a nustering |ist
once the working party is
cal l ed away

2. To use in the event stock
is stolen during the
wor ki ng party

3. To use as a rotation |ist
for each departnent so the
same personnel are not
assigned to the working
party two times in a row

4. To use as a list to
determi ne how much work
each person is
acconplishing during the
work party

36

4-37.

4- 38.

4- 39.

4- 40.

Spotters are used during the
recei pt function for which of
the follow ng purposes?

1. To muster the working party
and keep track of each
erson

2. o count, number, and stack
mer chandi se on the pier

3. To direct personnel along
the correct route for
carrying merchandise to the
bul k storeroom

4.  To direct delivery trucks
and other naterials-
handl i ng equi pment on the
pi er

The receipt inspector my
receive the quantity shown on
the outside of the container as
the quantity delivered w thout
counting the contents under

whi ch of the follow ng

condi tions?

1. The container is sealed
and shows no evi dence of
possible differences

2.  The vendor certifies the
quantity delivered

3. The merchandise is

delivered in full case lots
4, Al of the above
The receipt inspector will

obtain the retained receipt
docurments used to receive stock
from what ship's store file?

1. SSA-11A
2. SSA-20
3. SSA-21
4. SSA-23

What termis used to define the
action of noving a delivery
truck to a suitable unloading
site when merchandi se is being
delivered on the pier?

1. Spotting

2. Directing

3.  Receipt inspection
4. Carrier contro



4-41.

4-42.

4-43.

To keep track of the cases as 4-44.

they are carried to the stowage

area, the receipt inspector

shoul d number each case in an

area on the case predeternined

by the receipt inspector and

at other individual?

1. The senior Ship’'s
Servi ceman

2. The ship's store officer

3 The bul k storeroom
cust odi an

4.  The spotter

When woul d be the best tine to

call away a working party for a

recei pt function?

1. Before the carrier and
stock arrive so the working
party can be nustered

2. As soon as the carrier and 4- 45.
stock arrive on the pier

3. After sufficient materia
has been checked in and
recei ved

4. After the stock has been
all checked in and counted

The weather is very hot and

humi d on the day of receipt.

Which of the following itens

shoul d be carried to the bulk

storeroom first?

1. Candy

2. Cigarettes 4- 46

3. Toiletries

4.  Crackers

Learning Qbjective: | dentify
the proper procedures used for
accepting receipts.
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When the quantity and quality
of merchandi se received from
the local supply support
activity are unsatisfactory,
what action should the receipt
i nspector take?

1. Accept the merchandi se by
i ndi cating the actual
anmount received on the
requi sition
2. Return the nmerchandise to
the supply support activity
3. Receive only the
nmer chandi se of acceptable
quality
4. Circle the anounts
i ndi cated on the
requisition docunment; any
shortages will be absorbed
in the cost of retail sales

When nerchandise is received in
an unsatisfactory condition
from other supply officers

how wi Il the unsatisfactory
items be disposed of?

1.  Marked down to zero and
di sposed of locally

2. Surveyed

3. Marked down bel ow cost and
sold at reduced prices

4. Returned to the activity
from which they were
recei ved

While receiving merchandi se
from a comercial vendor, the
recei pt inspector notices the
quantity is incorrect and the
quality is unsatisfactory.
What individual should the
recei pt inspector notify first
concerning this problenf

1. The ship's store officer
2. The vendor representative
3. The ship's store

recor dskeeper
4.  The bulk storeroom

cust odi an



4-47.

4-48.

How wi | |
i nspector,

accept receipts from

purchase when the quantity is

correct

and the quality

accept abl e?

1

When avai l abl e,
following individuals nust
the export

Crcle the quantity
received on the DD Form
1155, check the inspected
and received blocks in

bl ock 26 of the DD Form
1155, and enter the date,
your signature, and grade
In block 26 of the DD Form
1155

Crcle the quantity
received on the DD Form
1155, check the inspected,
received, and accepted and
conforms except as noted
bel ow bl ocks in block 26 of
the DD Form 1155 and enter
the date, your signature,
and grade in block 26 of

the DD Form 1155 4-50.

Crcle the quantity
received on the DD Form
1155, check the received
block in block 26 of the DD
Form 1155, and enter the
date, your signature, and
grade in block 26 of the DD
Form 1155

Crcle the quantity

received and enter the

date, your signature, and
grade in block 26 of the DD
Form 1155

which of the
sign

forns that acconpany

the delivery of tax-free
t obacco products?

L

A conmi ssioned officer

The receipt inspector

A responsible petty officer
The senior Ship's

Servi ceman
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you, the receipt 4-49.

What procedures will the bulk
storeroom custodi an use when
acceﬁting receipts from

pur chase?

1. CGircle the quantity
received on the purchase
docurment and sign and date
bl ock 26 of the DD Form
1155

2. Circle the quantity
received on the DD Form
1155 and sign and date the
accountability stanp

3. Check the quantity received
on the DD Form 1155, check
the received and inspected
bl ocks of block 26 and
date, sign nane, and enter
grade

4. Sign and date the
accountability stanp on the
DD Form 1155

VWen material is received
directly into the retail
what indivi dual nust
acknow edge recei pt
of the material ?

store,

and cust ody

Bul k storeroom cust odi an
Retail store operator
Recei pt i nspector

Ship's store officer

Bwro

Learning Qbjective: I dentify
the various equiFnent used in
handling naterials and the

safety precautions to be
observed while handling these
materi al s.




I N ANSVERI NG QUESTI ONS 4-51 THROUGH
4-54, SELECT FROM COLUW B THE

EQUI PMENT USED FOR THE PURPCSE

| NDI CATED | N COLUWN A

A PURPOSES B. EQUI PMENT

4-51. Used to pick 1. Pallet

up and truck
transport
palletized 2. Forklift
goods truck

4-52. Used to 3. Conveyor
carry
smal | er 4, Hand truck
| oads by

bal anci ng t hem
on the wheels

and axle of this
equi pnent, maki ng
it easier to push

4-53. Used to pick up
carry, and stack
unit | oads of
supplies and
equi prent

4-54, Used for noving
supplies in a
straight 1|ine,
either manual ly
or by power-driven
bel t

4-55. \What factors nust you consider
when loading a pallet?

1. Maximum |l oad only

2. Maximum | oad and stability
only

3. Maximum | oad and pallet
size only

4. Maximum load, stability,
and proper pallet size

4-56. What is the preferred | oading
net hod when you are | oading a
pallet with boxes of different
si zes?

1. The largest and sturdiest
should go in the center

2. The largest and nost
fragile boxes should go in
the center

3. The snmallest and nost
fragile boxes should go in
the center

4. The snuallest and sturdiest
boxes should go on the end
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4-57.

4-58.

4-59.

4-60.

What action should you take
when you are attenpting to
manual Iy 1ift an object that is
heavy or bul ky?

1. Raise it slowy with your
knees straight, pulling the
object close to your body
S0 you can balance it

2. Ask for help or get a dolly
or hand truck

3. Raise the load slowy and
use your back to lift it,
keeping it away from the
center of your body

4, Squat down-al ongside of the
load with one foot on the
side and the other foot
behind the load and lift
it, keeping it close to
your body

What part of your body should
you use to lift an object?

1. Your back
2. Your armns
3. Your shoul ders
4 Your |egs

Which of the following is NOT a
mej or cause of accidents?

Equi prent  failures
Car el essness

| nexperience
Attitude

Bowroe

A person you are supervising
has denobnstrated an
unreliability in the past that
has resulted in accidents

What action should you take to
prevent accidents during the
next materials-handling

oper ation?

1. Schedule training sessions
on safe materials-handling
procedures

2. Assign the person to
fam liar jobs and supervise
cl osely

3. Assign the person to a job
where unreliability will
not constitute a hazard

4, Warn the person that any
further unreliability wll
result in disciplinary
action



4-61.

4-62.

4-63.

4-64.

4-65.

4- 66.

4-67.

Safety lines should be placed
around any open hatch used for
materials handling when it is
not actually in use.

1. True

2. False

Def ective materials-handling 4- 68.
equi pnent should be repaired

only by qualified personnel

1. True

2.  False

The save-all may be used as a

| adder for personnel to go from

the ship to the pier during
mat eri al s-handling operations.

1. True

2. Fal se 4-69.

The supervisor of the

mat eri al s-handling operation
nust have a working know edge
of the safety precautions
contained in which of the
followi ng publications or

i nstructions?

NAVSUP P- 487
NAVSUP P-485
OPNAVI NST 5100. 19
OPNAVI NST 3120. 32

4-70.

Wien handling hazardous
material, the supervisor of the
mat eri al s-handling operation is
the only person who needs to
know the potential dangers
associated with the hazardous
materi al

1. True
2. Fal se

Equi prent operated beyond its
rated capacity nay create a
potential hazard

1. True
2. Fal se

When material is lowered into
the hold, it should be stopped
at approxi mately what distance
above its intended |anding spot?

1 foot
2 feet
3 feet
4 feet

e
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Learning Objective: Expl ai n
the procedures used for

extendi ng recei pt docunents.
(Continued in assignment 5.)

What copy of the receipt
docunent is extended by the
ship’s store officer?

1. The inconming naterial file
copy

2. The receipt inspector’s
copy

3. The receipt from purchase
copy

4. The outstanding purchase
order copy

The ship's store officer will
conpare his or her extensions

with what copy of the receipt

documnent ?

1. The incoming material file
copy

2. The receipt inspector’s
copy

3. The receipt from purchase
copy

4, The outstanding purchase
order file copy

What function of the ROMis

used to enter all available

recei pt data?

1. The requisition/purchase
order function

2. The intrastore transfer
function

3. The resale operations
constants function
4,  The receipt function
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